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Office Memorandum • UNITED STATES GOVER^J 

r\ A'T'TJ . % ir S A J»1 


MENT 


TO : Chief, Transportation Section 

STATINTL FROM : Chief, 


DATE: 1 May 1947 


25X1 A 


SUBJECT: nyaf-fc Procedure for CIG Administrative Manual 

Attached hereto ie the original and one copy of a redraft of the 
procedure material which you recently forwarded to this office. Ae you 
will note we have inserted certain material which was not included in 
your draft. The material inserted includes “Temporary Duty in the U.B.“ 
paragraph I 


— | and* Info mat ion for the Traveler* paragrapij 
eertain information under “Motor Transportation* paragraph 


, and 


Sill you please review the attached redraft, make such further 
development or correction thereof as you think necessary and return 
the corrected draft to this office. 




Chief, 



25X1A 


25X1 A9A 
STATINTL 


25X1A9A cc Mr. 
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25X1 A 

[ | . GENERAL 

1* Functions 


STATINTL 


a. Th*| 


3ervicsa Division, la responsible for .* 


(1) arranging *11 transportation for GIG civilian and military 
personnel, including movement of immediate families and household affects where 


permanent change of station is involved, procuring hotel, air and rail reserva- 
tions, arranging travel itineraries, issuing Transportation Requests j securing, 

^ for overseas travel, necessary theater clearances, passports and visas, necessary 
air priorities for traveler and any excess baggags, reservations of spaca, and 
briefing of traveler, 

25X1 C4E 


(3) providing motor transportation for civilian and military 
personnel on official business in and around the District of Coluabiaj maintaining 
a garage for repair, storage and assignment of all vehicles in the Motor Pool. 


2. Forms 


a. Necessary clearance and approval in connection with transportation 
of employees, their immediate families, household good® and personal effects, is 
accomplished by use of the following format 

(1) foiaJjg. 36-21* Request for Overseas Transportation , is 


initiated by sponsoring Office or Staff Section in connection with overseas 
travel of employee j it is used to secure all required clearances and is the 


STATINTL basis on which 


obtains transportation for 


employee. 
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25X1A 


(2) fomJ&t i4=lul£ig83>Jagagl^» i* initiated by sponaorlng 
Office or Staff Section to request domestic travel for an employee and 1» the 
STATINTL teals on which [ 1 “ " * ‘ TATINTL 

STATINTL 


execute* a Travel Order. 


FOIAB2 


(3) &HBJka-J4=4a. X&ssl Mm* is ««cuted by 


| and la the authority on which employe* may claim reimbursement for 
expenses Incurred in connection with hie traneportation. 

(4) feaUtet 36-37, t ftpqnfff* t?r tiovemeqt of Family aqfl/pr 

Household Effects, is initiated by the employee. A copy is retained by the 
Transportation Clearance Officer of the sponsoring Office or Staff Section to 

|(inSTATINTL 


be used as a basis for requesting the 


the case of overseas transfer) to ship the employee’s household goods. The 
original and one copy are forwarded to 


STATINTL 


(5) SEiBtfiiJddtSiE QITMfl 

Station is executed by the Chief, Personnel Division and establishes the fact 

that the transfer is to the interest of the government, and constitutes the basic 
authority for the agency for the transport of the employee, his immediate family 
and household goods and effect*. The form must be executed prior to the date 
actual transportation begins and must contain all basic authorisations to be 
granted inasmuch as subsequent amendments cannot be made for the purpose of /T *■ ' OM-Sjjf 
additional authority. 
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(?) I9.sa.j9* J^LiagasM^Miagai s LSssesl, i» 


initiated by the Tranaportation Clearance Officer of the Office or Staff Section 
concerned and la forwarded to I 


at the tia^TATINTL 


the cargo is to be moved} it serves as authority to proceed with the movement 
of the employee* s household goods or personal effects. 


STATINTL 


(*) fea Msutm J&LJatmti. . XsaLEtefafe. . SstUmx* 1 « 


STATINTL 


initiated by the Transportation Clearance Officer and forwarded to | 

at the time the cargo is to be moved to furnish specific 
information as to location at which the pick-up of the household goods and 
personal effects should be made. 


25X1A □ OVERSEAS TRASS POmnOH OF E1FMMS 

1* JgLUgIL.te.SS.fflegttog 


Requests for overseas movement of personnel will be initiated in 
duplicate by the sponsoring Office or Staff Section on Form No. 36-23# Request 
for Overseas Transportation, in accordance with instructions on the reverse thereof, 
end forwarded to the official designated as the Transportation Clearance Officer 
for the Office or Staff Section concerned. 


b. Clearance 

The Tranaportation Clearance Officer will arrange for completion 
by the “availability date" indicated on the form of necessary Security, Assessment 
end Personnel clearances# physical examination, immunisation, training and indoc- 
trination of employee. He will then sign Form 36-23 end forward it in duplicate 
to the Office or Staff Section official authorized to approve Requests for 
Overseas Transport at ion. 
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25X1 A 


STATINTL 


25X1 


STATINTL 


25X1 A 


o. Approval 

The Assistant Director of the Office, or hie official designee, 
shall be the Approving Official, Upon hi* approval of Form 36-23, Section A 
thereof will be detached and returned for filing by the Transportation Clearimce^NTL 


Officer, Sections B and C will be forwarded in duplicate to the 


If the Request ie disapproved, the entire form will be returned to 
the originator, 

2 . 4g.Usa. to 


ggyUpiAflanr 

Upon receipt of Form No, 36-23, 


willSTATINTL 


arrange with the prospective traveler a preliminary interview baaed on a standard 
check list covering all steps incident to the travel, i,e., financial arrangements, 
indoctrination, physical examination. Immunisation, necessary clothing and equip- 
ment, conditions to be encountered en route and at destination, etc. Items to be 
accomplished will be indicated on the check list, a copy of which will be for- 
warded to the Transportation Clearance Officer of the sponsoring Office or 
Staff Section for fulfillment. 

*>. Ximi. Mac 

Travel Order, Form No. 34”4, will be prepared by 


STATINTL 


|in an original and five copies, including appropriation, allotment infor- 
mation, and total estimated cost. The original and four copies, one of which shall 
be a certified true copy, will be transmitted to 


Finance DivQTATINTL 


for encumbrance. The original and one copy, the latter bearing evidence of en- 
cumbrance, will be returned to 


bt which time the official 25X1 


authorized to approve the Travel Order will sign the original. This original copy 
of Form No. 34-4 will be given to the employee for use as a supporting paper in 
claiming with 

CIS Instruction! 








25X1 A 


STATINTL 


STATINTL 

STATINTL 

25X1 

STATINTL 

STATINTL 

STAT 


Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030005-4 


&n£«agt 

The! 


will arrange for passports, visas, 


identification card*, Theater Commander* * approval, air prioritiee, reservations 
and Transportation Requests, and will ascertain from the Transportation Clearance 
Officer that immunisations, clearances and other items on the check liet have 
been accomplished and that the traveler is available for departure as scheduled. 
Section C of Form No. 36-23 will be detached and forwarded to the initiating STATINTL 
officar as notification of approximate date of departure. 


than issues a Clearance Certificate authorising the traveler to proceed to Fort 

I 

of Embarkation, arranges transportation and escort thereto and informa traveler 
as to time and point of departure. 

(1) After departure of employee from headquarters, 

(will notify the sponsoring Office or Staff S*ction and theQ 


STATINTL 

STAT I Nj TL 


Finance Division, of the date of such departure and the date and 


time employee is required to report to the Fort of Embarkation. 

(2) After departure of employee from that Port, 
will notify the sponsoring Office, the] 


25X1 


and the appropriate 25X1 


Theater Commander. 

•* pontarurtAw JsLMtisaX 

Dptn arrival of employee at his destination, the Theater Commander 

| which will inform the sponsoring Office and 


will notify the 
the 


B&fcjgam 


Jrill provide sn escort to meet returnees 


at the Fort of Debarkation and will arrange transportation from the Port to 
h®adqUar^^ ( , oved For Re | ease 2003/03/06 : CIA-RDP54-00177A000200030005-4 









STATINTL 


25X1 A 
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3. 3a J&aJsllg& sMSai 

a. Justification 

(1) Temporary duty in the United itates for an employee stationed 
oversee* must be preponderantly in the interest of the Government, end the period 
of duty must exceed any leave which may be granted the employee, 

(2) Care must be exercised by Requesting Office in the selection 
of employee for temporary duty since the official capacity of that employee will 
have a bearing on the allowability of expenses Incident to auch duty j e.g., 
justification of temporary duty for a clerk-stenographer would be difficult. 


b. ApfiEgyil 

(l) Advance approval of temporary duty must be obtained from the 
director, CIO, by the Requesting Office or Staff Section. Upon such approva§ TATINTL 
naqueating Office will forward Form So. 34-5, Travel Request, to ~| 

for execution of Travel Order, 


e. Leave 

(1) Where temporary duty is incident to leave in the United 
States, employee will receive only per diem allowance for bis actual duty period. 

(2) Offices or Staff Sections desiring service of an employee on 
leave in the United States must obtain advance approval from the Director, GIG, 

I met specify full STATINTL 


and, in submitting Form 34-5 to| 


particulars and request authorisation of only per diem and auch other expenses 
occasioned while actually on duly. 
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25X1 


STATING 

STATINTL 

25X1 


fifiMESIIC transportation of bmpisykss 
1. Requesting Office irill 


prepare Travel Request, Form Ho. 34”5, In duplicate, have it approved 
V the proper Approving Official, and forward it to the I |at 


leaat forty-eight hours prior to the tine travel is to begin. To amend a 
previously issued Travel Order, the requesting office will submit a new Form 
Ho. 34-5 in the same manner. 


J-ltU 

prepare a Travel Order, Fora Ho. 34*4, obtain the necessary encum- 


brance from 


and provide the traveler with the original copy for 
use as a supporting paper when claim is submitted for reimbursement of expenses 
incident to his travel in accordance with CIG Instruction | j 25X1 A 

IHFQRMAI10K FOR TRAVELER 
1. Sales end Regulations 


a, Basic information relating to travel is contained in the 
Standardised Government Travel Regulations, as amended, and Bureau of the Budget 
Circular A-7, Revised. Information covered by these basic instructions is not 
reproduced in this M a n ual. The following paragraphs set forth administrative 
policies and other such data incident to travel. 


2. Per Diqm 

S. Per Diem in lieu of subsistence is allowed as authorised by the 
Travel Order, Form 34”4. Maximum rates are $6.00 per day for travel within the 
continental United States and the rates prescribed in Budget Circular 4-7 for 
travel outside the United States. The calendar day will be the unit used in 
computing the per diem allowance for continuous travel of more than 24 hours. 

For fractional parts of a day at the commencement or ending of such continuous 
travel, each p#riod 
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Q 

of six hour* or fraction thereof. Mo per diem will be allowed when departure from 
official station i« after 81 OO A.M, and return on the seme day prior to 61 OO P.M., 
or for any absence not exceeding three hours. The following charges will be paid 
by the traveler from his per diem allowance i meals, lodgings, baths, laundry, 
fans and fires in rooms, personal use of room during daytime, telegrams and 
telephone calls reserving hotel accommodations, fees and tips, cleaning and 

preaaing of clothing, transportation between places of lodging or where meals 
are taken and places of du^. 



a. If leave of absence of any kind begins or terminates within 
traveler 1 a prescribed hours of duty, per diem allowance will terminate or begin 
at the same time* otherwise traveler will be regarded as being in subsistence 
status until midnight of the last day on which actual service ia rendered proceeding 
the leave of absence and from 12»01 A.M. of the day on which actual service ia 
resumed. Leave of absence wholly within a day for half or leaa of the prescribed 

— worfciog hours will be disregarded for subsistence purpose* j where it exceeds half 
of the prescribed working hour*, no subsistence will be allowed^' ^ +U*i* fi 

b. The effect of sick and/or annual leave upon the continuity of 

traveler’ a domicile at temporary port of duty shall be administratively determined 
upo* the circumstances surrounding the leave, and final authority for such deter- 
mination will rest with the Certifying Officer, | | who approves &WINTL 

account for payment. 

4> Advance of Funds 

a. Where necessary to defray coats of contemplated travel, an applica- 
tion for advance of funds may be made, in accordance with instructions contained 

25X1 A 111 CIG Instruction | | — , by the traveler upon execution of a Bond of Indemnity. 

Coat of thAppfOMid# 
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STATINTL 


4* SUMMlblUtr of the Traveler 

»' Ihi...tefeTrify im» 

(1) examine his travel order to determine that it specifies all 
requirements, including soda of transportation, period covered, place# to be 
visited, any special authorisation#, per die® or other allowances. If the Order 
doe# not provide adequate coverage, an amendment should be requested through 
proper channel# prior to departure, 

(2) maintain accurate record# of time of departure from and 
arrival at destination#, official expenditure# including copies of telegrams and 
any paid receipt#, 

(3) ascertain if through, excursion, or reduced rate round trip 
tickets can be obtained. The fact that the existence of such rates may not have 
been kn own to the traveler does not relieve him of responsibility of obtaining 
lowest rates , When traveling by common carrier. Government Transportation 
Requests furnished by I 


racist be used. 


(4) submit Public Voucher for Reimbursement of Travel and Other 
Ixp«Mstj including Per Diem, Standard Form 1012, in accordance with inatructions 

ahown in CIG Instruction » Any unused portion of tickets must be \ 

attached to the Reimbursement Voucher. 

(5) exercise utmost care in handling unexecuted Transportation 
acquests since the value of lost or stolen Request# may be charged to the employee. 

In the event of loss or theft, traveler must report the number (a) of the Request, 
where appropriate the number of the book in which it was contained, and an ex § TATINTL 
planmtion of the facts surrounding the loss or theft to 
which will forward the information to 


3*or report to General AeSofu&iRNTL 


lag Office, If such Request# subsequently are located, they must be forwarded 

rlec 


or cance 


immediately to 

Appro ved F or Re l ease 2 00 3/ 0 3/ 0 6 ? 'ciA-RDP54-00'l 
through the mails must be registered. 







STATINTL 
25X1 A 



25X1 A 
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I | mmmm 

1. Requesting Office will initiate Form No, 37-3, Pereonnel Action Bequest, 
in conjunction with appropriate request for transportation, obtain clearance by 
Approving Official of that office, and forward the Form to Pereonnel Division. 

. 2. Transportation Office will route a copy of Section B, Form 36-23, or 

Form No. 34*5 to the Chief, Personnel Division, with a request that a "Transfer 
Letter Authorising Permanent Change of Station* be prepared. 

3. Personnel Division will prepare the Transfer Letter authorizing 
transportation of employee, his immediate family, his household goods and personal 
effects, unless specific request is made that some of these items shall not be 
authorizedi retain one copy of the transfer letter, forward the original to the 
employee, forward two coplea tc j Finance Division, and two cogtftHTINTL 

to | 


wastsswm FAMILIES &M/0B HOUSEHOLD COOPS AW FEK50HAI, EFFECTS 


i. UaJ&ttaai 

The provisions and limitations of Public Law 600 and Executive 
Order 9805 shall be the basic authority for the movement of families and 
household goods and personal effects I 

a* Transportation of the employee, hie immediate family, and his 
household goods and effects must be authorized by the head of the agency or his 
designee in e transfer order which specifically states that the transfer is not 
for the primary benefit or convenience of the employee or at his request 
(lection 4, B0 9805). 

b. The government will pay the transportation cost of the employee's 
"immediate family? only. "Immediate family" includes wife, children under 21 years 
of age and depandent parents. In-laws are not considered as pert of the immediate 
family (&Rm^<tf<WR&Q9'h 200:il0:il0Q ■ CIA-RDP54-00177A000200030005-4 



25X1 A 
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©• Transportation of the immediate family of the employee shall be 
subject to the provision* of the Standardised Travel Regulations which relate to 
transportation {Section 3, BO 9805). 

d« Household goods and personal effects shall not include wines, 
liquors, animals or birds not necessary in the performance of official duties, 
or automobiles (Section 7, EQ 9805). 

e. The maximum weight allowance for the transportation of household 
goods and effects is 7,000 pounds net for employees with families and 2,500 pounds 
net for employees without families (Section 17, E0 9805). 

f. All transportation allowed in connection with the change of 
official station of an employee shall begin within two years from the effective 
date of the transfer, except that the time limit of two years shall be exclusive 
of time spent in military service and the time during which shipping restrictions 
make travel and transportation impossible (Section 5, EG 9805). 

g. Temporary storage of authorized weight of household effects must 
hot exceed sixty days (Section 20, E0 9805). 

h. Valuation of property as declared for shipping purposes must not 
exceed that at which the lowest freight rates will apply. If employee desires 
higher valuation he must assume charges Incurred in excess of the charges at 
lowest rate (Section 24, ED 9805). 

1. The dost to the government for transporting the employee, his 

immediate family, and his household goods and effects must not exceed the cost by 

the most economical route between the last official station and the new official 

station, except that for a new appointee to an overseas post, his immediate family 

and his household goods and effects stay be transported at government expanse from 

his place of actual residence at time of appointment to place of employment outside 

continental United States in accordance with Public Law 600, provided that such 
Approved For Release 2003/03/06 : CIA-RDP54-00177A0002T)Cf030005-4 
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□ 

expense shall not be allowed n«w appoints** unless and until the person selected 
for appointment shall agree in writing to remain in the Government Service for a 
specified time following his appointment, unless separated for reasons beyond his 
control. 

For overseas transfers, the actual costs of packing, crating, 


dr ay age, unpacking and uncrating {not to exceed authorised weight) will be 
allowed (Section 17, EG 9605). 25X1 A6A 



(1) have the employee execute Fora No. 36-27, Request for Move- 


ment of Family and/or Household Effects, in an original and two copies prior to 
releasing the Requests for Transportation or Travel. 

(2) review the information furnished on Form 36-27 to determine 
that the request Is properly allowable in accordance with agency policy and 
regulation. 

(3) list on the reverse of Form 36-27 any conditions incident to 

the request. In maty cases the movement of the employee's family and/or household 
goods and personal effects will bo conditional upon the fulfillment of certain 
obligatlq^p^y^y <S^mPS4Wf^m»0^6omm^ of toe 
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25X1 A6A 

Chief of Mission after the employee has served a probationary or trial period, etc. 
It is the responsibility of the Clearance Officer to note on the reverse of Form 
36-27 that thel 


should ascertain from that Officer that all 
such obligations have been met before proceeding with the movement of the family 
and/or household goods and effects. 

‘ 'for adv^ATiNTL 


(4) send the employee to the 
concerning what costs the government will pay and what responsibilities the 
government will assume in connection with the movement of his family and/or 
household goods and effects. 

(5) forward Form 36-27 to the 

3* AffUoq by 


STATINTL 


to STATINTL 


a. It is the responsibility of the 
establish appropriate pending files and maintain a follow-up until the movement 
of the household goods and/or family is completed. 


b* la the case of movement overseas. 


pill t 


25X1 


(1} upon receipt of Form 36-27, obtain from the Clearance Officer 
of the Requesting Office Fora Ho. 36-4* Request for Overseas Shipment of Cargo, 
in duplicate j Fora No. 36-5* Request for Pick-up and Delivery, in triplicate; 
memorandum requesting arrangements be made for the movement of the employee ’ s 
immediate family. 


(2) arrange for the crating, pick-up and transportation of the 
effects in accordance with established authorization. 

(3) contact the members of the employee's immediate family and 
arrange for passports, immunizations and medical examinations, and obtain the 
necessary transportation in accordance with established authorizations. 
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25X1 


STATINTL 




EiafcBa. 

a* The 


Services Division, will fill out Fora No* 

36-4, Request for Overseas Shipment of Cargo, indicating type of funds oh^.T INTL 
STATINTL & ^ ac ^ oa0 00 py 0 f requisition of material to be shipped, and forward to | ~~| 


b. Where possible CIG warehouse facilities will be used to collect, 

will forward a shippingSTATINTL 


pack and crate the property for shipment 
document together with a copy of Form 36*5* Request for Pick-Up and Delivery, to 
Storage and Issue. Upon receipt of the property, Storage and Issue will forward 
STATINTL & notice of delivery to thel 


an accomplished document notifying 


and, after packing and crating, will issue 

that the property, detailed m ^fATINTL 


weight aiid cube, is ready for shipment. 


25X1 C4A 
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2* MaiteSlsatjaa. Ssn 

*• ZsblisL jB£sxiteiJba&* 

^ .Unless otherwise specifically provided, no appropriation 
available for any department shall be expended. ..for the main- 
tenance, operation and repair of any Government-owned passenger 
motor vehicle or aircraft not used exclusively for official 
purposes; and "official purposes * shall not include the trans- 
portation of officers and employees between their domiciles and 
places of employment.,,. Any officer or employee of the Govern- 
ment who wilfully uses or authorises the use of any Government- 
owned passenger motor vehicle or aircraft, or of any passenger 
motor vehicle or aircraft leased by the Government, for other 
than official purposes or otherwise violate# the provision# of 
this paragraph shall be suspended from duty by the head of the 
department concerned, without compensation, for not leas than one 
month, and shall be suspended for a longer period or summarily 
removed from office if circumstances warrant. . . 
b. In view of . t he foregoing statute the following rules, apply » 

(1) Trips are not authorised to or from the passenger* s home or 
place where meals are taken, 

(2) Chauffeurs are forbidden to deviate from the most direct 
route to the destination set forth in the Dispatch Slip unless previous! approval 
is obtainsd from the Dispatcher, 

(3) The requirements of operating rules posted on a placard in 
official cars must govern both chauffeur and passenger. 
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i 


STATINTL 


3. , SllSteL J32± 

a. Requests for automobile transportation win be made by telephone 
call to the Dispatcher, Motor Pool, I 


Dame of the pasQiilefysiTL 


time and place of departure and the destination will be given, and passenger will 
be required to report promptly to the point of departure. Care will be exercised 
to avoid reserving automobile® for tentative trips, and the Dispatcher will be 
notified promptly when scheduled trips are canceled, 

b. Passenger will be required to sign CXG Form Ho. 
certifying the use of the automobile for necessary official business. 

o. Service will be restricted to a minimum of four blocks. Chauffeur# 
will not be permitted to wait for passenger more than fifteen minutes unless 
specific advance arrangements are made with the Dispatcher, 

d. Whenever possible, "pooling” will bo arranged by the Dispatcher 
to reduce the number of trips to a minimum, 

4. issj&mfrg 

a. As prescribed in Budget Circular Ho. A#5* copy of Standard Form 
Ho. 26, Driver 1 s Report - Accident, Motor Transportation, will be carried In each 
CIG vehicle. In case of accident, the driver will submit a report on Form No. 26, 
if possible completing the form at the scene of the accident, showing all evidence 
relating to it including names and addresses of witnesses. If circumstances per- 
mit, the driver will notify the Chief, 


in time for ki&TtoTINTL 


appoint and dispatch an Investigating Officer to the scene prior to removal of 
evidence. In such case, the driver may submit Form Ho. 26 directly to the 
Investigating Officer, 

b. The Investigating Officer appointed by the Chief, 


STATINTL 


upon notification of accident, will make a complete and unbiased 


investlga^^y^j^Ry^^^l)^/^ fMoSfoo&GSee&^ting Officer' s 
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25X1A 


STATINTL 

i 


STATINTL 


Report - Accident, Motor Transportation, end attach ell necessary data as part of 
the report* The facts will be fully and impartially reported without expression 
of opinion as to cause of or responsibility for the accident. The Investigating 
Officer will have no responsibility in determining final disposition of the case 
and will avoid all statements relative to the filing of claims against the Govern* 
meat or the manner of settlement* STATINTL 

c. Upon completion of the investigation, the Chief j 


will submit the completed ?ora No, 27 and all supporting data to the 
Chief, Services Division, for review and forwarding to General Counsel, CIO, for 
legal opinion and recommendation as to final ^disposition* 

5. a?Rlto.,£arvlcg 

to maSTATINTL 


a* It is the responsibility of the 
tain storage facilities end repair service for official vehicles of CIG, 
6. Records 
a* The 


lie responsible for establishing and 


maintaining adequate records covering the dispatch and service of all automotive 
equipment of CIG. 
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